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DRAFT

STAT

RECORDS AND CORRESPONDENCE

SECTION II: CORRESPONDENGCE
5. (CORRESPONDENCE ADMINISTRATION, This regulation establlshes
responsibility for Agency correspondence adminigtration, and
provides Stmndards and procedures for the preparation, coording=-

tion, review, and approval of communication media originated by

Agency componentsd
8. SCOPE, The provisions of this regulation spply initially only
to those forms of written communications termed "lebters," and
"memoranda," Other communication media, such as cables, dispatches,
etec., are more appropriately gubjects for special consideration,
These specialized categories of cofrespondence will be covered by
issusnces of the Agency component having a primary Jurisdiction
over such media,
b, DEFINITIONS,
(1) Letter, An official, written, or printed document used
to communidate with govermment agencies, private correspondents,
and organizations when formality and reserve are appropriate
to the position of the addressee or subject matter concerned,
(2) Memoranda,
(a) Formal, An official, written document used for
inter-agency and intra-agency correspondence when |
there 1s less requirement for pdlite or formal
language than a letter aﬁd informality is not

appropriate,
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(b) Informal. An official, written document:
which is used for inter-agency and intra-agency
coomunicetions when formality is not required,

(¢) Speed Letter, An informal, written @ocument

used for inter-office, intra-office, and inter-
agency commmications, Form 1831,

(@) Memorandum of Conversation, An official,

written record of a conversation with individusls
outside the Agency and is forwarded in an original
and one copy for information to the Offifie of the
Director of Central Intelligence and the Deputy
Director of Centzal Intelligence, and/or other
officials as appropriate, Form 1132,

(e) Memorandum for the Record, A written account

of important conversations, meetings, data, or other
events, It 1s usually an intra-office official
document not transmitted outside the immediate
office of an Agency component,

(3) Copies.
(a) Official Record, A copy of officlal correspondence

prepardd on yellow tissue, A yellow tissue copy shall
be prepared for all correspondence and will be designated
the officlal record copy for retention in substantive
files documenting the operations and adminigtmtion of
the respective component, These files are the official
files of the component and will be subjected to record
schedule control,
CRET
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(b) Information, Coples of correspondence preparsd
on white tissue forwarded to offices of interest other
than the addressee,
(e) Courtegy, Copies of correspondence furnished
addressees in addition to the original,

(4) Enclosure, Material forwarded with correspondence or

forwasrded separately as appropriate,

¢. RESPONSIBILITY,
(1) Records Administration Bffider, ThelCIA Records Admin-

istration Officer is respongible for the development of stend-
ardd and procedures for the preparation and control of Agenoy
correspondence except as noted below,

(2) Executive Director-Comptroller, Depty Directors, and Heads

of Independent Offices, The Executive Director-Comptroller,

Deputy Directors, and Heads of Independent Offices shall:
(a) Establish correspondence control systems as an
integral part of their records managment programs,
including appropriate correspondence identification
symbols, mmbers, and nomenclature,
(b) Provide one Yelldw copy of correspondence as the
official record copy to be retained in the substantive
files, containing material documenting the opsrations
and sdministration of g respective component and formally
designated the offiecial files of the component,
(¢) Implement the provisions of this regulation, as well
as any corregpondence standatds and procedures issued

3=

SECRET

. Approved For Release 2006/12/14 : CIA-RDP74-00005R000200150011-5



Approved For Release 2006/12/14 ; EIA-RDP74-OOOO5R0002001 50011-5

Wider the authority of this regulation or established
by the CIA Records Administration Officer,
(d) TIssue appropriate standards and procedures for the
administration of commmication medis excluded from the
specific provisions of this regulation for which the
respective component hag primary Jurisdiction,
(e) Iimit the mumber of coples of correspondence prepared
to an absolute minimm, but/?.l;:iidéﬁg an officisl yelldw
Iecord copy of such correspondence.
(f) Submit drafts of all correspondence standatds and
procedures for these excepted media to the CIA Records
Administration Officer for review and concurrence,
(g) TIssue appropriate internal diredtives concerning
correspordence administration, and provide timely
ammouncements of personnel changes, and other changes
to all interested components and internal offices to
insure proper correspondence preparation and control,
(h) Provide for the indoctrination of new employees
in the respective component correspondence procedures,
supplementing instruction provided by the Office of
Training,

(3) office of Training, The Office of Training is to provide

general instruction as to the preparation of letters and
memoranda to new employees, as well as within the framework
6f clerical refresgher courses, as established in appropriate
records management issuances,
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(1) General, All Agency correspondence will be prepared in

d. PROCEDURES,

conformity with the standards and procedures outlined in this
and related regulations and guldss.

(2) oOriginator, The originator of correspondence will insure
that the correspondence has been prepared properly before he
affixes his signature,

(3) Coordination,

(a) Originators of correspondence shall determine the
exbont of coordination required consistent with
geographic, operational, functional and support
conslderations,
(b) Coordinating officers, within their sphbres of
responslibility, shall determine whether the corre-
spondence 1z consistent with approved plans, policies;
and procedures,
(4) Reledse, When required by internal component or other
agency requirements, release of correspondence will be
accomplished as a form of coordination. Releﬁse generally
implies approval of the contents of the commmication by
an authority having primary gurisdiction over the subject
concerned, This may be an official within the component,
at the next or higher organizational level, or in another
Agency component,
(5) Signatures, Originators, coordinating officer, releasing

officlals, and the official who signs the original will all

3% slgn the official yellow record copy of the correspondence,
5
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If desired on inter-office or intra-office memoranda, the
signatures of coordinating officers, and other may be shown
6n the original as CONCURRENGES,

f. LETTERS AND MEMORANDA GUIDE, Standards and procedures for

the preparation of correspondence falling within the provisions

of this regulation are contained in STAT

sl

SEGRET

Approved For Release 2006/12/14 : CIA-RDP74-00005R000200150011-5



